/ 

Approved For Release 2002/05/09 : CIA-RDP84-00499R000600040154-7 


20 April 1966 


MEMORANDUM FOR: Director of Communications 

SUBJECT : Review of CIA Message Procedures 

REFERENCE : Memorandum for Executive Director -Comptroller 

from Director of Communications, Subject as 
above, dated 15 April 1966 


1. Attached are copies of several Cable Secretariat SOP's 
revised to implement the procedures adopted by the Study Group 
to establish procedures which would insure that copies of 
messages distributed in CIA would show Agency distribution. 
The portions checked in red represent the significant portions 
revised or added. 

2. The effective date of these changes is 25 April 1966. 


25X1 A 


A tta c hm e nt s : 


25X1 A 


* """ V"" '■ 
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SECRET 


Cable Secretariat: 

Standing Operating Procedure 

No. 90-27 


CSSOP 90-27 
COMMUNICATION, 
25 April 1966 


25)^1 A 
25X1 A 


PROCESSING DCI CABLES 


Reference:!} 


- Cable Secretariat 


a-)Memo from D/Communications to EX/DIR-COMT, 


1 5 April 1966 


" Review o f CIA Message Procedures" 
c) | i Dissem of Non -CIA Produced cables & Telegrams 

Rescission: CSSOP 90-27 dated 25 June 1964 


25X1 A 


25X1A 


1. SELECTION OF CABLES FOR DISSEMINATION TO THE DIRECTOR 


General 


Under the provisions of 



dissemination within CIA Headquarters of classified CIA and all non-CIA cables 
and telegrams. Note: This does not include COMINT. Authority j. 
is delegated to the CDO to act for the Cable Secretary in discharging this 
responsibility insofar as dissemination to the DCI and other designated offcers 
is concerned. 


b. Selection by the CDO: 

1) Selection of cables by the CDO for dissemination to the DCI will be made 
under the provisions of CSSOP 210-110-DCI & D/DCI. Discussion of selections 
among the CDO's is encouraged; border line cases decided in the negative are 
to be referred to the Cable Secretary, 


2) As a backstop to the CDO, analysts and Message Center Chiefs should refer 
to the CDO, with references, those cables appearing to warrant consideration 
for dissemination to the DCI including cables not selected but which refer to 
cables previously disseminated to the DCI. 


3) The CDO, when furnishing advance copies of cables to the SDO, the CS/DO 
or others, will indicate that the message will be disseminated to the DCI when ^ 
such is the case. The absence of the DCI symbol will indicate to recipients of 
the advance copies that dissemination to DCI is not being made by the Cable 
Secretariat. 


4) The CDO will not select for the DCI outgoing cables released by DDP or ADD! 
which have a note to the Cable Secretariat indicating that the DCI and D/DCI 
should not be on the distribution of the cable. This note should be initialed by 
either DDP or ADDP. Direct replies to such outgoing or incoming cables will 
also exclude DCI and D/DCI. This includes cables addressed to the Director, 

On incoming cables a C/S Comment will be made stating £hat "Dissemination 

samA^oyeid^rf^&aSgl^^P^ 09 : CIA-RDP84-00499R000600040154-7 
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Cable Secretariat 

Standing Operating Procedure 

No. 90-27 


CSSOP 90-27 
COMMUNICATION, 
25 April 1966 


c. Selection by the SDO: 


1) The Senior Duty Officer (SDO), CIA Operations Center, may select for 
dissemination to the Director any message which in his opinion warrants 
such dissemination. In such cases, he will ask the CDO to include the DCI 
in the dissem nation and provide the CDO with the basis for his selection 
in order that the CDO may include this in his reading of cables in the future. 
The CDO will expedite the dissemination and delivery of the cable to the 
Director and other officials. If the SDO believes that a particular message 
warrants the fastest dissemination feasible, he will inform the CDO and the 
Ci^O will make every effort to get the message disseminated in accordance 
with the priority indicated by the SDO. ! 




25X1 A 


2) The SDO may receive a copy of a message via LDX or other means 
direct from another Agency. Should he desire to have the message selected 
he should provide the CDO with a copy for processing as in c 1) above Note- 

this Hops nof /-ttmtt-, ° ' inolc. 


, -1 - , ST I uoiiiv < 0.0 XXI c. 1) ci DO 

with I ° eS n0t 4 P ply t0 COMINT messages. I n any event the SDO will comply 


d. Selection by the CS/DO and/or DDP Action Unit: 


The Clandestine Services Duty Officer (CS/DO) and/or an official of the 
DDP action unit may select for dissemination to DCI any message which in 

their opinion warrants such dissemination. The same procedures described 
in c) above would be followed* 


2. DISSEMINATION SYMBOLS 


Except for copies furnished in advance of formal dissemination, symbols reflecting 
the dissemination made by the Cable Secretariat will be shown on all copies of ■ 
messages processed by the Cable Secretariat. Dissemination will be made in 
accordance with pertinent CSSOP' s, taking into account SDQ's requirements. 


LOGGING 


A DCI log will be maintained at the CDO's desk on which will be recorded the 
reference number and the subject and time each cable was selected. The purpose 
of the log is to control processing of each item and ensure that no cable is unduly 
delayed m delivery to DCI. To this purpose the senior CDO, during the day will 
clear the mail column of the log by initialing each item at the time of delivery. 
During the night tour the CDO will initial each item to indicate that it has been 
completed (i.e., broken out and slotted, ready for enveloping). The midnight CDO 
m a like manner will initial each item as it is completed and is specifically charged 

With e n s ^j^thaf For G Re : 6/A^^^0&49f9M/696(^4(11B4^ s cribed order, 

loped, and x^repared for delivery. 

- 2 - 


envelopc 
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SECRET 

Cable Secretariat 

CSSOP 90-27 

Standing Operating Procedure 

COMMUNICATlSS&l 

No. 90-27 

25 April 1966 



MMARY BY CABLE SECRETARIAT 


a. Summaries of cables will be prepared for cables received after the last run each 
day and up to and including the first run the following day. No summaries of 
cables are prepared during the day. On week-ends, and holidays summaries are 
prepared only if time permits. 

-3- 

SECRET 
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SECRET 

Cable Secretariat 
Standing Operating Procedure 
No. 90-27' 

b. Summaries will be prepared in the following format and given to DCI* D/DCI, 
EX/ DIR s DDP, DDI. 


CSSOP 90-27 
Communications 
25 April 1966 


1 ) 

2 ) 

3) 


25X1 A 
25X1 A 


Two to four lines, preferably two lines in length 

Spell out all abbreviations _ ' 

Show in parenthesis at the end of each summary the time that the Cable 

Secretariat received the cable--u.se Z time. 

Group in one area all cables about a particular place or problem 
Print on one side of paper only 
6) Identify State Messages as; 

"Emb Vientiane 1586 to State;..." 

"State to Emb Vientiane 1234;,..." 


4 ) 

5) 


8) 

9) 


"CIA - 
TD's - 


DIRECTOR 27 389 



|country(ies)) _ 

"CIA-TDCS \ 


In the event that O/DGi asics lor nis caux.es ct. a ' 

ready, the cables will be sent without the summary and as soon as possible 
send the summary together with any additional straggler cables. 




6. ADDED DISSEMINATION 

a. When the DCI or D/DCI is being added to the dissemination of a cable already processed 
. the CDO will inform the SDO immediately if appropriate,. ,.i> e. if the DDI. .0.? a 

cable was added at the request of (name) (division or office). Neither the . 

comment nor the word "added" will be included in the case of cables added by 
the Cable Secretariat, since the dissemination is the responsibility of the Cable 
Secretariat whether it be done initially or after the fact. Upon request from a 
unit that DCI or D/DCI be added to a cable, CDO’s are to include both m 
Idded dissemination except when the requestor states that the added dissemination 
to only one of the two individuals is with the knowledge or concurrence or a 
the direction of someone in the O/DCI. In this case, add the one person only 
and include the gist of the request on the breakout slip attached to the copie 

that cable. 

b When the initial dissemination of a cable is restricted by the Cable Secretariat 
" to a limited number of top offices and the DCI or D/DCI is given the action copy, 
any additional dissemination considered appropriate will esugges e o 
Executive Assistant to DCI by means of a note attached to the DCI s copy. ( 
this instance as well as in all others where a "note'’ is used, th * 
used for breakouts should be used unless, m the opinion of the CDO this is 

undesirable, in which case a separate slip should be used.) If no word is 
- * ..I Aecicfant wi i*.hi ri two hours from the time ox 

r ece 


delivery 
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SECRET 

Cable Secretariat 

Standing Operating Procedure 

No. 90-27 


CSSOP 90-27 
COMMUNICATIONS 
25 April 1966 


7. DELIVERY 

Delivery to the DCI will be effected as 
opening of business, or upon request. 
Attachment D, ptira 4f) 


soon as a cable is completed, 
whichever is appropriate. (Se 


or at the 




e CSSOP 5-3 



25X1 A 


~Y Cable Secretary 
Dist: C/S, CDO, M/C, 4 Training, Typing 


- 5- 
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SECRET 


CABLE SECRETARIAT 

Standi no Operating Procedure 

No. 210-130-SD0 


CSSOP 2t0-130-SD0 
CABLE DISSEMINATION 
25 Ana 1966 


CIA OPERATIONS CENTER, SENIOR DUTY OFFICER (SCO) 
REQUIREMENTS 


References: CSSOP 5-3 "Cable Duty Officer Instructions* 

CSSOP 90-7 "Processing or non-CIA Teletype Messages" 

CSSOP 90 -II "Processing air, army. Navy Msgs, AID 4 US I A Telegrams" 
CSSOP 90-12 "Processing Department of State Telegrams" 

CSSOP 210-130-001 "ODI REQUIREMENTS* 

CSSOP 210-130-0CI "OCI Requirements* 


Rescission; CSSOP 210-130-SD0, 2 September 1965 

1. MISSION: The CIA Operations Center provides a continuous Outv Officer Watch (S00) for 
the DCI. 




2, REQUIREMENTS t Unless OTHERWISE INDICATE© ONE OR TWO AOVANCE COPIES Or EACH NON-CIA CABLE 

DESCRIBED BELOW ARE FURNISHED TO SDO. ThE IMPLEMENTATION Or 500 >3 REQUIREMENTS WILL HOT 
AFFECT CABLES FOR WHICH A PRESCRIBED AND LIMITED DISSEMINATION HAS SEEN ESTABLISHED. 


A. HON-CIA CABLES WITH NO RESTRICTIONS AS TO DISSEMINATION, AND RECEIVED IN HARO COPY - 
2 AOVANCE COPIES, NO REPRODUCED COPIES . EXCEPTION: SOO WILL BE FURNISHED 9 REPRODUCED 
COPIES IF DISSEMINATED TO DCI. 



Non-CIA cables with no restriction as to dissemination, and received electrically - 

2 AOVANCE COPIES IF AVAILABLE FROM SIGNAL CENTER, IF NOT, 1 COPY1 NO REPRODUCED COPIES . ^ 

EXCEPTION; SDO will be furnished 9 reproduced copies if disseminated to DCI. 


c. 


Non-CIA cables with restriction as to dissemination, and received in hard copy - no advance ^ 

COPIES, NO REPRODUCED COPIES (HOWEVER, THE REPRODUCED COPIES FOR DDI AMO D/OC! GO VIA SDO}. 


Non-CIa cables with restrictions as to dissemination, and received electrically - aovakce 

COPYJ NO REPRODUCED COPIES (HOWEVER, THE REPRODUCED COPIES FOR 001 AND O/OCI GO VIA SOO). 


c. 


3. 


TD*a AND INTEL FORMAT CABLES - 2 COPIES! 9 copies if disseminated to DCI. 
EXCEPTIONS: SDO has no requirements for the following: 


/ 


A. 


Clandestine Services cables, except sanitized versions op cables containing intelligence 

FURNISHED UNDER PROVISIONS OF CSSOP 5“3 “ ATTACHMENTS A AND F . 


AID CABLES. 

Non-CIA cables recorded in CSSOP 210-120 as of no interest to SDO. 


K 


SDO ’S REQUIREMENTS are amenoeo to update and provide for FURNISHING SDO 9 COPIES of cables 
DESCRIBED IN PARAGRAPHS 2a, 3 AND E J |£ SELECTED FO R THE DIRECTOR. 


Approved For Release 2002/05/09 : CIA 1 
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GROUP 1 

EXCLUDED FROM AUTOMATIC DOWN- 
GRADING AND OCCLASSin CATION 
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Cable Secretariat CSSOP 210-120, CS/DO 
Standing Operating Procedure CABLE DISSEMINATION 
No. 210-120. CS/DO 20 April 19&> 


CS/DQ REQUIREMENTS 


References: 


Rescission: CSSOP 210-120-CS/D0, lU April 1 966 


25X1A 


1. MISSION: The Clandestine Services Duty Officer (CS/DOj is the representative of the Deputy 
Director for Plans to the Operations Center (QPS/CEN) and is the Clandestine Services over- 
night briefing officer for the Director. He is responsible for reviewing selected Clandestine 
Services cables and determining what action has been taken by the Clandestine Services on 

THOSE CABLES APPEARING TO WARRANT IMMEDIATE ACTION. HC WORKS WITH THE SENIOR DUTY OFFICER 
(SDQ) AS APPROPRIATE AND MAINTAINS LIAISON WITH THE CABLE SECRETARIAT DUTY OFFICER. 

2. REQUIREMENTS: One copy of each CIA and non-CIA cable described below, including RYBAT, 

IS DISSEMINATED BY THE CABLE SECRETARIAT DUTY OrriCER TO THE CS/DO. IMPLEMENTATION OF 

THE CS/bO'S REQUIREMENTS WILL NOT AFFECT THE DISSEMINATION OF CABLES FOR WHICH A PRESCRIBED 
AND LIMITED DISSEMINATION HAS BEEN ESTABLISHED. NOTE: ADVANCE COPIES WILL BE FURNISHEO THC 
CS/DO IN ACCORDANCE WITH THE PROVISIONS OF PARAGRAPH 7 OF CSSOP 5-3. 

a. Cables which might assist the CS/DO in briefing the OCI, including all Clandestine Services 
INTEL CABLES, OPERATIONAL CABLES CONTAINING INTELLIGENCE, AND CABLES 0 1 SSEMI NATED TO THE 
DC I OR D0P BASED ON CONTENT. 

B. Cables concerning significant policy matters which might affect or be of concern to the 
Agency. 

c. Cables reporting or concerning the movement of senior Agency officials {Division and staff 
chiefs and up. } 

0. Cables concerning any matter embarrassing or potentially embarrassing to CIA and cables 
complimentary or derogatory substantially affecting THE PRESTIGE of CIA OR CIA PERSONNEL, 
INCLUDING REFERENCES TO CIA RELATIONS WITH HIGH U. S. OR FOREIGN OFFICIALS. 

c. Cables reflecting significant operational or administrative oiff icultics, serious security 
MATTERS, OR REPORTING OUTSTANDING ACHIEVEMENT IN THE PERFORMANCE OF CIA »S MISSION. 

f. Cables concerning visits to CIA activities of Congressmen, Congressional Committees or 

CABINET MEMBERS. 

g. Cables concerning the death of CIA staff employees or their dependents or concerning agency 

PERSONNEL ARRESTED, SENTENCED, OR MISSING, OR WHICH CONCERN PUBLICITY FOR CIA. 

h. Cables concerning the physical security or the detection of or possibility of existence of 

AUDIO SURVEILLANCE PENETRATION OF ANY CIA INSTALLATION. 

1. Cables reporting or concerning the accomplished (or soon to be accomplished) defection of AN 
INDIVIDUAL OF STATURE OR IMPORTANCE FROM THE SlNO-SoVICT BLOC. ThiS INCLUDES CERTAIN LOW- 

LEVEL DcrEcwpjSirti^aipopRgig^ 2OT^/?J9 WH,CH 

COULD RESULT IN PUBLICITY OR SENSATIONALISM. 

j. Cables which affect or could affect Agency policy, operations, actions, or management. 
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S t t K t I 


Gable Secretariat 
Standing Operating Procedure 
No. 210-120-CS/00 


CSSOP 210-120-CS/bO 
CABLE 0 1 5SEMI NATION 
20 April 1966 


25X1 C 


l. Cables reelecting the personal views or opinions or Chiefs of Stations, including mention or / 
problems arising between the Ch 1 ee or Station and the ambassador, or between the Chief or 
Station and major U.S. military commanoers. 25X6 


h. Cables from the CIa representative to the 


meeting 


OR CONTAIN the SUBSTANCE OE A WaTCH COMMITTEE REPORT ANo/oR THE SUBSTANCE OE AN INTELLIGENCE 
ESTIMATE. 

n. Cables concerning supersonic transport developments. 


o. Cables concerning 


25X1 A 


DISCUSSION RE THE MANUFACTURE OF AN ATOMIC DEVICE, 

p. Cables which ask for a decision or request reconsideration of a decision on any matter of 

CONCERN TO THE CLANDESTINE SERVICES OR WHICH REQUEST OR REQUIRE TOP LEVEL GUIDANCE OR 
DECISION ON OPERATIONAL OR ADMINISTRATIVE MATTERS. 

q. Cables with a precedence of PRIORITY or higher which are assigned for action to a Clandestine 
Services unit. 


r. Substantive cables bearing on critical or "contingency" areas of current interest. 

3 . EXCEPTIONS: CS/DO has no requirement* for the following cables! 

a. Cables which woulo not be likely to assist the CS/DO in briefing the DC I. 

b. Cables with precedence lower than PRIORITY concerning purely routine operational or 

administrative matters, or requesting or furnishing information on traces OR file checks. 

c. Cables addressed to DCI, 0/DCI only or disseminated to OCI, O/DCI only or to OOP only or 

DISSEMINATED TO OOP BECAUSE OF INDICATOR WITHOUT CONCERN FOR CONTENT, E.O. , | | CABLES. 

o. Cables, the oissemination of which is covered by a prescribed and limited SOP. 




25X1 A 


4. This CSSOP has been revised based on a DDP/SPA memorandum dated 13 April 19^6 to provide for 
DISSEMINATION TO THE CS/bO OF CIA AND NON-CIA CABLES BEARING ON CRITICAL OR CONTINGENCY AREAS 
AND SINCE THAT PARTICULAR REQUIREMENT SEEMS TO EQUATE WITH MANY IF NOT ALL SUBSTANTIVE CASKS / 

IS 


DISSEMINATED TO OCI, TO ADD IN PARAGRAPH £ THE INCLUSIVE STATEMENT "CIA AND NON-CIA CABLES 1 '. 


"7 


25X1 A 


Cable Secretary 


Oist: 

X1A 


Cable Sec, COO, M/C, l4 books, CS/DO 2, 
Fl/lNT/foC (f 
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SECRET 

CSSOP 210-1 30-DD1 
CABLE DISSEMINATION 

25 Apr 1 l 1966 


Cable Secretariat 
Standing Operating Procedure 
No. 210-130..DDI 


DDI REQUIREMENTS 


References: 


( 3 ) CSSOP 210-1 "CIA Cable Secretariat Cable Dissemination Policy" 

( 4 ) CSSOP 90-19 "Suspense DDI Cables" 

Rescission: CSSOP 210-130-DDI dated 10 February 1966 


25X1 A 


25X1 A 


MISSION: The Deputy Director for Intelligence is responsible for the correlation, evaluation ani 

PRODUCTION OF SUBSTANTIVE INTELLIGENCE AND FOR THE DISSEMINATION WITHIN THE GOVERNMENT OF SUCH 
INTELLIGENCE. HE IS CHARGED WITH DEVELOPING, IN CONCERT WITH THE OTHER DIRECTORATES, THE AGENCY 
POSITION ON MATTERS OF CONCERN TO THE US 1 B . He IS RESPONSIBLE FOR DIRECTING AND COORDINATING 
THE ACTIVITIES OF THE OFFICES OF 


OCR, ORR,, ONE, OCI, NP1C and OBI ano for directii 


Agency activities relating to the overt collection of intelligence. 


I 5 

2. REQUIREMENTS: Unless otherwise indicated, one copy of each CIA cable described below, including 
RYBAT unless specifically excluded, and including one copy non-CIA cables as indicated, are 
disseminated to the DDI. Implementation of DDI 's requirements will not affect the dissemination 
of cables for which a prescribed and limited DISSEMINATION HAS been established. 


Cables originated by other than 
Clandestine Services Elements 



Action 

CONF 

1 NFO 

RYBAT 

2 

2 

1 

Other 

2 

2 

1 


STATSPEC 


a. Cables containing cryptonyms or pseudonyms registered with the Cable Secretariat as being of 
I NTEREST TO DDI . i 


b. Cables disseminated to an office or unit subordinate to the DDI 


c. Cables concern i ng Watch Comm i ttees and Indication Centers. 25X1 A 


25X1 A 


25X6 

25X1 A 


o. Cables concerning overseas travel of DDI personnel or concerning the establishment; maintenance 
and support of DDI overseas elements £ 


( 2 COP I ES ) 


25X6 


e. Cables concerning the coordination o f substantive relations involving DDI personnel with 

\Z copies) 

f. Incoming Clandestine Services cables which contain positive intelligence information will be 
furnished to the DDI on an EYES ONLY basis, except when they are disseminated as a TD or when 

THEY CONTAIN OPERATIONAL INFO SO SENSITIVE AS TO PRECLUDE INITIAL D I SS EM OUTSIDE THE CLANDESTINE 

Services, In the latter case, these cables will be suspended and disposed of under the provi- 
sions of CSSOP 210 AND CSSOP 90-19. (See also I I 


S v r- r-> r t LiKuur 1 

t. C R E. T EXCLUDED FROM AUTOMATIC DOWN- 

GRADING AND DECLASSIFICATION 
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Cable Secretariat 

Stand i ns Operating Procedure 

Wo. 210-130-001 


CS50P 210-130.001 
CABLE DISSEMINATION 
25 AWa 1966 


2. o, 


Cables excluding RYSAT and those described in paragraph 30, rerouting the travel op Soviet and 
Satellite ambassadors an© cables containing biographical information about or reporting the 
travel op Soviet and Satellite personnel attending am International Conference or Trade Fair. 

In those cases in which the Analyst, based on mis own knowledge and the teat of the cable, 
cannot determine the ran* of the individuals concern, direct dissemination will be made to 

DDI, OR THE CABLE WILL BE PROCESSED UNDER THE SUSPENSE PROCEDURE, WHICHEVER IS APPROPRIATE. 

(Dissemination to DDI will be made on an EYES ONLY basis.) 
h. Incoming or outgoing Clandestine Services cables, excluding RYBAT and/or those containing 

SENSITIVE OPERATIONAL DATA, WHICH MENTION OR DISCUSS THE SUBJECT TP I I wiLL RE FURNISHED 

ONE INFORMATION COPY ON INITIAL DISSEMINATION TO DOI AND D/DC I ON AN EYES ONLY BASIS. 25X6 

(Dissemination to DOI will be on an EYES ONLY basis.) 


t. Clandestine Services cables, excluding RYB' T and/or those containing sensitive operational 

DATA, REPORTING ON THE SUBJECT OF FLIGHT CLOSURE NOTICES IN Ea®T GERMANY A NO OTHER ©LOC 

countries. (Dissemination to DOI on Clandestine Services cables will be on an EYES ONLY basis.) 
j. Non-CIa cables selected for DCI, D/DCI, 

«. Non-CIA cables concerning disarmament, arms control, inspection, nuclear test bans, proliferation 
of nuclear WEAPONS, AND related matters. 

L. Non-CIA cables disseminated to DCI 2 copies-, ( 1 copy if LINDIS - EXDIS). 

m. TD«» and INTEL format cables disseminated to DCI « 2 copies. 

3. EXCEPTIONS: DDI has no requirements for the following cables: 

A, Non-CIA CABLES, EXCEPT AS INDICATED. 


9. advanced copies of CIA cables ,n THE INTEL FORMAT which have BEEN S AN 1 T 1 2EO AND FURNISHED TO 


c. CIA CABLES containing possible intelligence but which also CONTAIN opcratjonal info so sensitive 
AS TO PRECLUDE D| 830(1 NATION OUTSIDE THE CLANDESTINE SERVICES. ($CE SUSPENSE PROCEDURE. ) 

This CSSOP is scvibco to provide for dissemination to DDI or cables disseminated to DCI as 

SHOWN ABOVE IN PARAGRAPH 2l AND M, ' 


Oi#t: DOI (Attn: 


25X1 A 

Ny' Cable Secretary 
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SECRET 


Cable Secretariat 
Standing Operating Procedure 
No. 5-3 


CSSGP 5-3 - ATTAOWENT A 
GENERAL 

(REVISED) 25 April 1966 


CDO SUPPORT TO SDO 


1. RESPONSIBILITIES OF $00 


25X1 A 


The Senior Duty Officer, CIA Operations Center, provides a continuous Duty Officer Watch (SDO) for 
the OCI. The CIA Operations Center, as a sta rr element or the Ocputy Director for Intelligence, 
operates on an around the clock basis. The SOO receives world-vmoc news, intell iocncc and military 
operational informations alerts and briefs senior officials; consults and maintains contact with 
other Operations Centers! selects material for high level attention, ano updates current intcllioence 
publicat ions in production. The Chief, CIA Operations Center is 
Chief i 


/ 


and the Deputy 


2 . 


SUPPORT BY CDO 


25X1 A 


The CDO can do much to assist the SDO to perform his job at the high stanoaros cxpectco. In many 
instances, time is the critical factor, ano CDO's should spare no lffcrt to expedite delivery to 

THE SOO OF ALL CABLES BEING FURNISHED HIM. EACH CDO IS EXPECTED TO KNOW HIS COUNTERPARTS IN THE 

Operations Center and to do everything possible to provide for a close and harmonious working 

RELATIONSHIP WITH THE OPSCEN STAFF, INCLUDING, BUT NOT LIMITED TO THE FOLLOWING: 

a. Furnishing advance copies of non-CIA cables and sanitized CIA INTEL cables with a pr^&cnce 

OR PRIORITY OR HIGHER, AND INDICATING THEREON THAT DCI WILL BE INCLUDED IN THE DISSEMINATION */ 
WHEN SUCH IS THE CASE ANO INFORMING THE SDO BY TELEPHONE WHEN THE DCI IS BEING ADDED TO A 
CABLE UNKNOWN TO THE SDO. 


b. Indicating during other than regular office hours the action unit ir action is a DO I unit. 

c. Notifying the SDO upon receipt of any cables concerning: 

1) Defense readiness conditions (DEFCONS 5, h , 3, 2, or 1) or, 

2) NATO alert procedures (simple alerts, reinforceo alerts, ano general alert orders), 

3) JCS Emergency action File (Eaf) and Emergency Messages (EM-1, 2, ER), or, concerning the 
authentication system, authentication test messages which require an immco i atc (action) 
response by the SDO. 


D» Notifying the SDO upon receipt of any cable requested by the SDO or containing information 

WHICH THE SDO HAS ASKED St FURNISHED HIM ON AN EXPEDITE BASIS. 


w 

GROUP 1 

EXCLUDED FROM AUTOMATIC «&WN- 
GRADING ANO DECLASSIFICATION 
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Cable Secretariat 
Standing Operating Procedure 
H o. 90-1 


CSSOP 90-1 

CCm/NlCrTIOHS 
25 Amil 19&> 


ORDER OF PROCESS INS AND PROCESSING. GOALS, CIA AND H0N-CIA CABLES 


Rescission! CSSOP 90-1, 1 April 19&> 


\ . GENERAL 

It IS a BASIC TENET OP THE C*BLE SECRETARIAT THAT IP A COMMUNICATION WARRANTS TRANSMISSION 
VIA ELECTRICAL MEANS, IT WARRANTS OROCRLY AHO iXPCDITtOUS HANDLING AND PROMPT DELIVERY. IT 
IS IN KEEPING WITH THIS PHILOSOPHY THAT WE REMAIN OPEN 2* HOURS A DAY, SEVEN 0A J® * WSEK * 
AND THAT WE WORK IN AN ATMOSPHERE OP "HURRY HURRy". IT IS THE PURPOSE OP THIS CSSOP TO 
PRESCRIBE THE ORDER OP PROCESSING CABLES AND OTHER MATERIAL PROM THE TIME OF RECEIPT IN 

the Cable Secretariat to tmc time or delivery to the action and information units. 

2. ORDER OF PROCESS IMG A*© PROCESSING CABLES 

Subject to mooipication based on good judgment, cables should be processed in the order and 
WITHIN THE TARGET TIMES SHOWN BELOW! 


Order op 
Processing 
Cat egory No . 


1 

1 

1 

t 

1 
1 

2 
2 

2 

Z 

3 

k 

k 


Type Message 

CRITIC 
CIA IN 
CIA IN 

PCI Selects* ^ 

CIA IN 

cia Intel Rpt. 

Cl/ IN Intel Rpt. 

Non-CIA teletypes to Cl* 

tor ACTIO N - Note© by CDO 
State L1MDIS 
Cl OUT 

CIA IN 

Noh-CIa teletypes to CIA 
por 

Non-CIA. HARO COPIES 


Precedence 

Processing Goals 

advance Copies In; Finished Copy 

FLASH 

FLASH 

IMMEDIATE 

PRIORITY 

1 MME9I ATE/PR t OR ITY 

5 MINUTES 

5 MINUTES 

5 minutes 

10 minutes 

10 MINUTES 

15 minutes 

15 MINUTES 

30 MINUTES 
% MINUTES 

t HOUR 

1 HOUR* 

ROUT INF. 



2 HOURS* 

1MMCOJ ATE/PRIORITY 


2 HOURS 

2 HOURS 

2 HOURS 

ROUT IIC 



3 HOURS 




'4 HOURS 

L HOURS 


CIA OUT 


ROUTINE 


Opening Business 


•Includes CIA and non -Cl a items selected by COO, SOO, or action units, and "adoeos". In the case op 
ITEMS IN THE I KILL FORMAT, THIS TIME MUST BE EXTENDED TO PROVIDE NECESSARY TIME POR PREPARING MASTERS 
AND TO PROVIDE TIME POR 1W PROCESSING. 

SECRET 
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SECRET 


cssop 90-1 

COMMUNICATION 
2^ April ^66 


Cable Secretar i at 1 

Standing Operating Procedure _ ■ 

No. 90-1 

/ 

3 , PRECEDENCE TAGS 

In addition to blue or GREEN FORM 50 . precedence tags will be affixed T0 /^^A^the AS 

appropriate throughout all processing steps, and will, for cables, b IMMEDIATE will 
action cop.es at the final step. C i A messages w.th a precedence of FLASH or IMMEDIATE will 

be hand-carried at all times. Tags w.ll be offset slightly to ensure thEI * b£1 "“ "° 

EACH PERSON HANOL.no THE CABLE.. W.TH1N THE CABLE SECRETARIAT. TAGGED CABLES W.LL BE PLACED 
ON THE TOP OF ANY COLLECTION IN ORDER THAT THEY MAY BE HANDLED AHEAD OF NON-TAGGED CABLES. 


k. BACKLOG 


5 . 


When a backlog of more than 300 cables is inevitable for any reason, it should 

BACKLOG, AND SHOULD CONSIST FOR THE MOST PART OF CATEGORY 4 AND 5 ITEMS. IF THE BACKLO 
GOING TO BE CARR, ED .NTACT FOR MORE THAN 6 HOURS, EACH MESSAGE CENTER CHIEF WILL GO THROUGH 
, T TO ENSURE THAT NO CABLES ARE ,N THE BACKLOG WH , CH SHOULD BE PULLED OUT AND PROCESSED On 
A REGULAR WORK DAY. CIA OUT'S SHOULD NOT BE ALLOWED TO AGE MORE THAN 12 HOURS OVER CIA .NS. 

On Sundays and holidays th.s spread may be greater. In manag.ng the backlog, uudgment must 
be exercised in determining at what point we should process CIA OUT'S ahead of CIA . 

Specifically, while it is important that cables be processed in a predetermined sequenc , 
consideration must also be given to precedence, need for immediate act, on, type of message, 

AND THE GENERAL SITUATION PREVAILING. FOR EXAMPLE, THROUGHOUT EACH TOUR ANY CABLE WHICH 
APPEARS TO WARRANT EARLY ATTENTION, INCLUDING THOSE ADDRESS ED. A CT I ON HEADQUARTERS MARKED 

"Immediate Action" should be given appropriate preferential handling. 

The reading file and file copies of messages in categories 1 and 2 will be time-stamped at 
THE TIME COPIES ARE PROCESSED AT THE MAIL ROOM WORK TABLE. CABLE SECRETARIAT 

T.MES, EXCLUS.VE OF IW TIME, WILL BE SHOWN ON THE FORM 5 0 OF EACH INTEL ITEM. THE MESSAGE 

Center Chiefs are responsible for computing the processing times of all category and 2 

n-EMS COMPLETED ON THEIR SHIFTS AND FOR POSTING THE PERTINENT DATA ON THE DAILY PRODUCTION 
REPORT. HE IS ALSO. RESPONSIBLE FOR ENSURING THAT PROCEDURES ARE !N EFFECT TO ENSURE THAT 
MESSAGES ARE PROCESSED IN ACCORDANCE W.TH THEIR R ELAT 1 V E PRIORITY OF HANDLING AS SET FORTH 

ABOVE. ' _ - 

Tl-I (S CSSOP HAS BEEN AMENDED TO PROVIDE FOR DC I "SELECTS 11 TO BE PROCESSED IN 30 Ml NUTES 
EXCEPT FOR ITEMS IN THE INTEL FORMAT FOR WHICH PROVISION MUST BE MADE FOR PREPARATION OF 
MASTERS AND FOR IW PROCESSING. 




Dist: Cable Sec,CD0, Msg Ct.r, ^ trng books 
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SECRET 


Cable Secretariat CSSOP 5-3 - ATTACHMENT D 

Standing Operating Procedure GENERAL 

Ho. 5-3 (Revised) 25 April 1966 

f. 1) The midnight CDO will give to the Mailroom Supervisor by 
0750 hours Monday through Friday the cables for both DCI 
and D/DC1, separately enveloped and addressed: DCI - 7D5617, 

D/ DCI - 7D6013. The Mailroom Supervisor is responsible 
for designating a courier and for ensuring that he departs by 
0755 hours to effect delivery by 0800. If no one has arrived 
at these offices by 0805* the courier should ask the CDO, Ext 5713* 
for instructions. In no case should cables be left in an unattended 
office or delivery made to a person not known by the courier to 
be assigned to the office in which delivery is made. Anything 
unusual will be reported by the courier immediately and the CDO 
w ill record the event on the Journal. 

2) The midnight CDO will prepare and have ready for delivery and 
turn over to the day CDO on Saturdays* Sundays, and Holidays 
cables for both DCI and D/DCI enveloped and addressed as 
above. Delivery will be made at 0900 or when requested. 

3) The day CDO will deliver individual cables as processed and 
make every effort to meet the times established in CSSOP 90-1. 
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s t u k t r 

! C^ble Secretariat 

Standing Operating Procedure 

Ho, 90-25 

RECEIPTING FOR COPIES OF OTHER AGENCY CABLES 
Rescissions CSSOP 90-25» 30 October 19^3 

T Other Agencies rcguire that we sign and return to them receipts tor certain categories or 
Cables. These documents, since they represent am exchange or classified material between 
U.S. Government agencies, must be checked against enclosures, be sionko, and returned 
PROMPTLY TO THE AGENCY OT ORGINATION. 


CSSOP 90-25 
COMMUNICATIONS 
25 April 1966 



1 1 The initial processing or each delivery or other Agency cables, or which receipting is 

AN IMPORTANT STEP, IS PRESCRIBED IN THE PROCCOURE WHICH POLLOWS. 

m PROCEDURE 


I 

i 

I 

I 


RESPOHSIBILITY 


Mail Clerk 


COO 


ACTION 

t. Receives envelopes trom Cabli/TD courier. 

2. Hands envelopes aoorcssed by name or title to CDO. 

3. Opens bulk envelopes and checks contents and receipt 

ENSURING THAT! 

a. The CIA symbol appears in the distribution laooer 

OR LINE AND IS ENCIRCLED ON THE TOP COPY, 

8. NUMBERED COPIES AGREE WITH THE RECEIPT LISTING, 

C. IF ITEM IS AF TS» NOTES TIME OF RECEIPT, OATE and 
SIGNS! COPIES RECEIPT ON 9^ AND SLOTS ORIGINAL 
AND COPY SLOTS WITH OTHER RECEIPTS, 

D. ir RECEIPT IS FOUND TO Bt CORRECT, SIGNS IT IN 
DUPLICATE AND SLOTS TOR SERVICE OESK, 

C. IF RECEIPT IS FOUND TO BE INCORRECT BY 8HORTAOE OR 
OVERAGE OF COPIES OR IF COPIES ARE FOUND ENCIRCLED 
for an agency other than CIA, refers receipt and 

INCORRECT COPIES TO IMMEDIATE SUPERVISOR. 

k . Hands sensitive items, that is, items consisting of less 
than Si copies to CDO. 

[ S ' 5. Separates H copy sets as tollows: top copy for LOGS; 

1 copy for CDO; 2 copies for 500, Hands COO tt SDO copies 
TO CDO AFTER POSTING MESSAGE COUNT BY AGENCY ON MAILROOM 
log. Hands top copies to LOG. 

6. 5LOTS RECEIPTS, IF ANY, FOR RECEIPT OESK. 




7 . Screen the SDO advance copies and releases small batches 

OF MESSAGES CLIPPED TOGETHER} MARKS SDO ON TOP COPY. 

8. If CDO selects a message for DC! - notes this on SDO copy 
and HANDS ITEm(s) to MAIL CLERK FOR IMMEDIATE TUBING TO SDO. 


GROUP ! 

EXCLUDED FROM AUTOMATIC DOWN- 
GRADING AND DECLASSIFICATION 


Approved For Release 2002/05/09 : CIA-RDP84-00499R000600040154-7 




Approved For Release 2002/05/09 : CIA-RDP84-00499R000600040154-7 


v. 



SsMCYARIAT 

StAiMiiw Operatiho psseswus 
Ho. 90-2*5 


*rsPcm\B\UTf 

Stnvict Cttt* 

BY C/\HfO 
COKtWM. SeCT|OM» 


25X1 A 


CSS©* 90-25 
C0WM4 1 C/T 1 0NS 

2*j APRIL 19^ 


ACT tOll 

$MTt RtCC.PTS (AT 0«NI*> W <**"**"' M °*° AY ~ 

Friday) by a«««y o« wrioinatuh*# 

..msMUU. COUflTtP* IOWS ARMY A«J »«• *• 

*«° **">» 0H,a|NAL ** CE,,,T5 TO 

i uBiirm AaBRCir#. _ _ 

apprupri"** _ in Receipt F ilc 

FilO. duplicate copy or «cec ipts in 

rniLc ««.« r— *» »-6«' 

«« Service Clcrh to ensure i 

a ea#Y is wise roa our rvmooo m* 

;• ~ or nctirr 

IIS.™., mb ««*"»-» - — 

list. 




OCPUTY CA8L( SECRETARY 


ATTACHMENT a 

Di«ti Cable Ste. CDO, RHfcf, * ^ BO °** 
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